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How RO/AO Views Scanned/Faxed Receipts in DTS

1. Routing Officials/Authorizing Officials (ROs/AOs) click on the “Adjustments” menu
once the voucher has been opened.
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2. Select “Open Document VIEW-ONLY” and click “OK”.

Click ©F to open thiz travel document, |f you uncheck WIEW-CRLY, you will be prompted for signature
to 2o into adjustment for the document.,
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3. Click on the “Expenses” menu.
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4. Click on the “Receipts” menu.
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5. Click “View” next to the receipt you want to view.

Below iz a list of your receipts. Ta fax in your receipts click "Print Fax Cower Sheet", and follow the instructions on the cower shest, Click

"view" to view the receipts.

= Print Fax Cover Sheet

Existing Receipts

Date Hotes Wiew

Z28-Jul-2004 Added 07 F28704 at 11:30:13

Screen Shots that appear within this document are a snap shot in time, as changes are made to the system the screen shots may
become outdated. A printed version of this document is an uncontrolled copy. Please continue to check the DTS Travel Center website
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